
INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, I Attention: Scheduling Section. 

~_ ~ ~ ~~ -- 
Working Title Telephone Number 

~~ State Planning and OCR MOA ~~~ Coordinator ~ ~ ~~ ~~ 656-3435- 

__ ~ 

2. Person to Contact 

Daniel N. Fleming 
3. Action Requested 

a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 
2.~ ..m Argend_AppIicationNo..- 81-113 Check One: 0 Change; Supercede; 0 Void.-. .. . ~ .. - 
4. Dates of Series 5. Records keriet Title (followed by title used in office; if different) 
Earliest Latest Voeat;ona I Educahon 

A OCR (Office of Civil Rights) Evaluation Files 1979 I To Date 
6. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

-! 

7. Record Series Description 

Documents relating to: Evaluating schools for compliance with Office of Civil Rights guidelines 
relating to discrimination on the basis of sex or race, as a basis for 
determining the selection of schools for On-Site reviews. 

This f i le contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Included are: Student enrollment data, labor force and population data, work schedules, on-si 
team roster and data, guidelines sed in implementing state vocational educatic 
OCR, and related information used complying with OCR guidelines for Vocational 
Education. 

Yn 

Fileisarranged: chronologically by fiscal year; thereunder by school system evaluated. 
\ 

~~ ~ 

How often are records referred to which are: 

.- - . ~  

Letter-size drawers 1; Legal-size drawers ;Shelves ; Other (specify) 



-cr 
-2 

1 
\ 

r-\ 

-_ - - ~ 10. Questionnaire (Place an "X" in the proper column) 

~~ I f  no t .e re~ isA? ~ ~ ~~ 1 

a. Is  this the official copy of the series? 

b. Does the series'mntain confidential information requiring security handling? If yes, c i t e  law or regulation. 
~. - - ~~ ~ 

. . ~. .- ~~ 

c. I s  this-a vital record? 
d. Does this serieslha_ve historical or long term research value? 

. .  

Annual Report probably would. 
e. When one or two documents in the fi le make it necessary to.keep the entire fi le for a long period, could these 

~ .~ -_documents berchxd4!ed~separatelv? . ~ - .  

f .h~ i~~~m~iQn_nta ined in this series ever oublished? If ves:attach CODY. Annual Report -none publish1 
. *  I .  
'g. Is  the-informatiAn' mntained in this series ever anal zed and/or recorded in a summarized report? 
~~-- ! f~yez a ~ @ u x ~ e u . ,  A nnt14)- R e p o b ~ .  f. edl e.t-a+mmen+. 

h. Is  there a duplication of this series in your office, or in another office or agency? 
-~ . ~ .  ~ -. If ves.where? 

i . - l s  this series /w a w ' o f  por_tionsfixqu!arly microf i ImedL ~ ~ 

i 4 o e r  the record series result i m u t  er wintout? .- 
11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Stalute of limitation years. e. Administrative need - -years. 
c. Federal law ~~~ -years. f. Federal retention instructions - 5 -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

7 

Needed t o  substknhiate data i n  annual report  t o  federal  government and t o  
coordinate and administer the s t a t e  voc.. ed. OCR compliance program. 

- . .. . . ~- .- 
2. Approved Disposition Instructions This agency recommends that the f i le  series be cut off a t  the end of each: 

0 Calendar Year; -0 Fiscal Year; Other -.&+J&.bk-* ~ ~  be. then, 

0 Hold in the current files area ---month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
W Other (Specify) 

- yeark); then 
yeark); then 

year(s); then 

, 

< 
Cut of f  f i l e s  at end of each f i s c a l  year; then hold i n  current f i l e s  area two (2) years o r  
one (1) year a f t e r  rece ip t  of  approval of annual report  from Federal government, whichever 
i s  sooner; then t r a n s f e r  t o  S t a t e  Records Center; .hold f i v e  (5) years; then destroy. 

Upon publication of annual repor t ,  send record copy t o  the  S t a t e  Archives f o r  permanent 
re tent ion.  

These instructions apply to al l  prior and future accumulations of the series. 

- State Reeords Committee Date 
tecommendations 
raph 12 are appro 

L 
If dkDDfUved. Sttad,  letter I . .  
Nf explanation.) 

Attorney GeneraVDesignee 
1-50-71; Rev. 76 ( R n n r u  Side) 



FOR AGENCY USE 

,pplication Date 

,pplication Number 

~~ -~ 

_Barbarn_F.Landav ~ Senior Research Spec ia l i s t  . 

I. Action Requested 
a. Q Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Department of Education Application Number 

sr-rr3 Office of Vocational Education 
Division of Vocational S ta te  Planning Date ~ Received -~ ~ 

Date Completed and Operations-Statist ical  Research - 
FEB 1 2  1981 ]FEB 1 8  1981 

-~ ~~ ~~. - ___ _ _ _  ____________ 
~~~~~~~ 

336  S t a t e  Office Building 
~ ~ ~ ~ ~~ ~~ 

~ 65 6-3 435 

c. 0 Amend Application No. - Check One: 0 Change; 0 Supercede; 0 Void 
I. Dates of Series I 5. Remrds Series Title (followed by title used in office; if different) 

Latest 

1980 I To D t e  OCR (OfficeAf .c iv i l  RLghts) "Desk-Top'' Audit F i les  _ _ ~  
What i s  the function of the Division and the Office in which this record series is  created? 
I iarliest 

i. Division apd Office Function 
The Vocational S t a t i s t i c a l  Research and Reports Unit i s  responsible fo r  canpiling 
s t a t i s t i c s  and providing data  on vocational student enrollment i n  secondary and 
postsecondary schools; s t a f f  development needs; manpower needs of business and 
industry and employment opprotunities generated by them; spec i f i c  vocational education 
prograns required t o  meet ident i f ied  needs; and other information fo r  long and 
short-range planning fo r  vocational education programs. 
t o  school systems, the  public,  and other Divisions within the Department and Office 
of Vocational Education, and a s s i s t s  with other  Division a c t i v i t i e s  a s  required. 

The un i t  disseminates i n f o v o t i o n  

- - --__I - 
'. Remrd Series Description 

Documents relating to: 

This f i le  contains the following documents (include form numbersand titles, i f any): 
Attach samples of the fi le. 

Evaluating schools fo r  compliance with O f f i c e  of Civil  Rights guidelines 
re la t ing  t o  discrimination on the basis  of sex or  race,  as a basis  fo r  
determining the se lec t ion  of schools fo r  On-Site Reviews. 

Student enrollment data ,  labor force and population data ,  and related s t a f f  
information used i n  ranking schools according t o  degrees of non-cwpliance. 

Included are: 

y f i s c  1 year; thereunder by school system evaluated. 

. ~~~ ~ ~ ~ ~ ~~ ~~~ - ____ ~- . 
1. _Monthly Reference Rate How often are records referred to which are: 

. I  

9ne to six months old 20 ; Seven to twelve months old 8 Z ' o L ;  Thirteen to twenty-four months old 0 ; 
. .  

~ e n t y - f i v e  months and older AO-? .~ 
3. Annual Rate of Accumulation of Rem-rds 

Letter-slze drawers 2 2  -: Legakze drawers ; Shelves __ ~- - , * Other (specify) 

R-50-71: Rev. 76 (Over) 



. -. 

.~__ ~ 

YES NO 10.~ Ouestionnaire (Place an "X" in the proper column) _. 

a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, c+e law or regulation. 
~ X .. ~ ~ ~ - - ~ I f n o t , w h e r e  is.&! _:-- ~~~ ~~~ 

" 
- .~ - , 

~~ 

. ~ .~ ~~ ~ 

-_ - or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire f i le for a long period, could these 

documents be_rcheduled separately? - ~~ 

contained in this series ever Dublished? If v e t  attach cow. .. 
g. I s  the informatfon contained in this series ever analyzed and/or recorded in a summarized report? 

l f u e s ~ h ~ m p y .  . ~ Annual report. t o  Federal13~ovzrnment. :. I 
h. I s  there a duplication of this series in your office, or in another office or agency? 

~~ ~- ~. .. . ~-.-i , . /  - -~ . 
fi t) .  regularlv m W l m e d ?  

m D U L  - 
The following requires the series to  be kept: 

~~ ~ ~ years. d. Audit period years. 
b. Statute of limitation years. e. Adm'inistrative need -.-~5 ~~.-years. 
c. Federal law - ears. f. Federal retention instructions __ yearb. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Need'ed t o  subs tan t ia te  data in  annual report  t o  federal  government. 

~~ - -~ -~ 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; Other  see^ B&Qw* 
, .  

then, 
' *  

0 Hold in the current files area -'-~-month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
FJ Other (Specify) 

year(s); then 
y@ar(s); then 
..-year(s); then 

*'-Cut o f f  f i l e s  a t  end of each f i s c a l  year;  then 'hold i n  current f i l e s  a r a o n e  (1) 
year or u n t i l  rece ip t  of approval of annual Teport from Federal government; whichever 
i s  sooner; then ' t ransfer  ' t o  ,State 'Records Center; 'hold f i v e ,  (5) years; then destroy. . ,  ,. : i ,  . . .. ... . . ,  . .  

, .  

I These instructions apply to all prior and future accumulations of the series. I 
Date _.. . 

M dK, Z!-S-Z/ - 

Recommendations in 
graph 12 are approved. 
(If dispproved, anach letter 
of explanation.) 


